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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)
DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Police Chief by providing
adm ni strative support and perform ng clerical duties and office
functions. The Secretary to the Police Chief acts as the
receptionist for the Chief’s office, receives and processes
records and reports of the departnent, nmaintains departnment
files, and enters records into the departnment conputer. The
Secretary to the Police Chief perforns routine duties wth
little supervision, reporting to and having work revi ewed by the
Pol i ce Chi ef.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be |ogqical
assignnents to this class.

Acts as receptionist to visitors to the Police Chief’s office,
i ncludi ng answering tel ephone and placing calls, and handling
routi ne questions and requests. Schedul es appointnents for the
Police Chief, including keeping records of schedules and
notifying the Police Chief of schedul ed events. Opens, sorts,
and distributes incomng mail or correspondence and delivers to
t he proper person, section, or office. Processes outgoing mail
and i nterdepartnmental correspondence.

Types letters, forns, nmenos, statements, formal reports, or any

ot her docunents as assigned. Conposes business letters,
proofreads typed material and corrects errors. Conpi |l es and
organi zes data and wites reports. Conpl etes all forms or

records required or assigned. Replies to routine correspondence
or requests follow ng departnental procedures on own initiative
or fromoral or witten directions. Assist the Police Chief by
preparing requests for grants or other special funds to aid in
t he operation of the departnent.

Attends nmeetings and takes nmi nutes or notes of such as assigned
by the chief. Takes dictation and transcribes from notes or
el ectronic recording device. Assists the chief in preparing
news rel eases or any other type of official departnment statenent
for publication.

Participates in setting up a filing system and files
correspondence, forns, records, or reports al phabetically, or by
subject matter. Mai ntains a roster of departnent personnel

i ncluding nanes, addresses, telephone nunbers, and other
pertinent information.
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Operates a conputer termnal in order to enter, or renove
information from files. Locates and retrieves information or
documents from the conputer database. Perfornms appropriate
back-up function in conputer files. Operates a facsimle
machi ne, copying machine, calculator or mathematical conputer
sof tware, and conputer scanni ng equi pment.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements listed bel ow nust
be met by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of | egal age.

After offer of enploynment, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.
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